
APPLICATION FOR RECORDS RETENTION SCHEDULE -- --II 

1. Agencyhddresa FOR RECORDS MANAGEMENT USE 
Department o f  Education ' Amlieation Number 

OFFICU Of THE oc SECRETARY ARCH,VES AND OF STATE "ISTORY 

RtCOdOS MANAGEMENT OtVtSlON 

Office of Administrative Services 
Fiscal Services Division 
EDP,  Systems and Procedures U n i t  

_ -  

bpllcation Number 
.- 

mn RW~WI 0.n bmpleted 

- __ 1. I State Office I .. Bui ld ing ,  .. Atlanta, Georgia ~ A u G  1 o 1976 1 AU6 1 9 1976 
!. PsttontoContact Working r i l e  Tde hona Number 

H. Weyman Culp Systems and Procedures Manager 6t6-2449 . 

I. Action Requested 
a. 
. b. 

- =  .I__- 

t -- .--- I-_- - ..~ - _.__ 

j OD Estabiim Retention Schedule; record will continua to accumulate. 
0 Oismse of present accumulation; no further accumulation anticipated. . .  

~.~ - . - ~~ 

_ _  
~~ Checkone: 0 Change; 0 Supercede: 0 Void 

C. 0 .Amend Application No.-- ~~ ~~ .-__ - 
... _ -  - . . ~ -  ~~ 7" Record: Series Titla ffolfowed by title ~ r e d  in office; if different) . - - . _ ~ ~ * .  . _  . .  -, - . .  

I .  

I. Dates of Serior 
Iarl ion Latest .- .__ .. 

t o  date I Inactive Data Processing System Documentation Files 1968 I 

. -.:, ~~ . ~~ 

The EDP, s y i t b i  'ifid ~~&e&ij ie i~-Ur i~ t  $tciif& 'i+ii< & i i n  ser i ices  t o  the tiepartmen€;'> 
maintains fnvento,ry and control of departmental forms; administers records management 
program; maintainp inventory, procurement and issuance o f  computer forms; provides 
systems and rdcedure's services t o  the Department; and coordinates delivery of EDP 
services w i t  R the Department of,  Administrative ServSces. 

~ . ,  

. .  

.- '. .'>.<. .. 
..% 

. .  i 
---. . .I-_._ ~- ~- .. . .  ~.~ '. Rocord Seiis'DeISliptiolC' Thiifile &ta/ns.the following dochentr iinclude form Amberswtd titles, if my) :  . ; . 

Documents relating to: Systems and prograrriming documentation' 'of inactive .data -pr~ocessing ' -'.- 

lnduded are: Application manuals, program specifications and operating procedure 
manuals , program cards, and program 1 istings. . 

. , +,: ~ - > :  n ~ ~~ 

- .  , .  . , - .  
. -: - -. - Attach samples of thetile. ' . . .  . .  - 

- - systems i n  - use by the ~~ Education .~ Department. ~- 
! 

. 

I . . ;  . ,  > .  . 
By computer system and thereunder numerically by program number.. .. 

'.. 
.. . .  . .  ,. ri .. - ; I. . ~+ I. ,. ~ _ .  .. . I  

File is arrahd: 
- +  - . ,  . .  

.__I_.__ -~ ~ " -____ 
I. Monthly Raferenca RJte .- -&w often are records referred to which are: .:; - - 

5 3 3 One. to six months old ---. . Seven to twelve months old --; Thirteen to twenty-four months old --; 
hventv-fhe-months and older ---.?- - . * -3' 

I -I I .--I_._ 
I. Annuel Rate of Accumu on of Racordr 

Letter& drawers LA; Legal-size draweri ----I; Shelves ; Other f w i f y l -  



- 
__*_-- --p 

. , .  

L .  . .  1. Rotmlon Requirements The following requires the wries to be kept: , .: 
i - I  

a. Sta t i~aw -,years. d. Audit pariod vears. 
~ ~ ~ ee ~ ~ _ -  below ~ ~ - years. i 

c Fedaral law , _ _ _ . _ _ _ y e a r s .  f. Federal retention instructions y e a k  ;. , 

Three.years a f t e r  the computer system has been discontinued, 
: Am& copy or excertof'Ihw~or'r~ulations. Explain administiative need. ~- ' . .  

The s e r f e s . i s  needed f o r  referencing the procedures to  be followed and making necessary , a '  
modifkations .and/or corrections to  the system, A retention period of three years a f te r  ' 
the discontinuance o f  the 'system i s  needed tn ease the system is  reactivated. ~ 

_-b. Staturnof limitation . ~ - ~ ~  ~ ~ - - -  ~ ~ -~ _~&dmin i r t r c l t i vpnd  .- 

:? ' , 

~. _.% 

i ..- : 
i 

:~~ - 
~. . . .  - - ~ , ~ ~  '. .. - -  - . .., . ~. a -~L' ~- ... ~ ~ ~ .. _. _ c  

2. Appwvad Disposition lnstruclions ~~ This agency recommends that the file series be cut off a t  the end of aach: . . ~- 
- .  ~ - 

0 Calendar Year; U Fiscal Year; fi Other . .See below I - -,-.then. ! ~ - II . -  . .  
I_ .. 

_ I - .  - -  . . ~ ~ . -  .:.; . . ~ < ~ ~ . . . .  . . I . ~ . , .  

0 Hold in the current files area --,month(s) 
0 Transfer to local holding area; hold -----year(s); then 
0 Transfer to State Records Canter; hold ---year(sl; then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 0th  /Smc;WJ 

- yeark); then 

Upon acceptance of records from DOAS, pl'ace the record i n  the inactive f i l e ;  then, v i  

! 
cut off the tnactive fPle a t  the end of each f iscal  year; then, transfer t o  the 
State Records Center; hold for  three years; then; destroy. ' , .. - . .  . 

- .  1 ~ .. ~< . . .. ~ .~ , 7 .  ,: - - ~~ 

__ _ -  ~ . ~- _- -- ~~ ~ 
~ - ~ .  ~.~ 

. .  . -  . 
. .  . - r . ; .  -~ - - - ~ .  . . ._- . .: . ~ .. ~~ 

. ... . . . . _. ~ ~ ^ L r  

. .  
! 

Thesa instructions apply to a l l  prior and future accumulations of the series. 

aph 12 are approved. 
r disapproved, attach lemr 
I explanation.) 


